NORTH CAROLINA ePROCUREMENT

NC eProcurement
DES/DWS Quick Guide

NC eProcurement is a user-friendly, online purchasing system that offers cost savings and an efficient purchasing
process to government users. It can be accessed by users in North Carolina Agencies, Community Colleges,
School Systems, and local governments. NC eProcurement utilizes the cloud platform of SAP Ariba Procurement
software for purchasing functions.

NC eProcurement is designed to enable users to complete a variety of procurement functions based on business
and job needs. It provides users with a more efficient approval process, more purchasing options, and easier
access to catalogs, contracts, and reports. NC eProcurement is accessible through two layouts i Guided

Buying and Expert View. Both access the same system, but there are differences in appearance as well as
minor variances in function.

l. Logging In

To access NC eProcurement, users will click the link from the NC eProcurement website and then be asked to
enter NCID credentials.

Note: NCID User IDs and passwords are case-sensitive.

NGIRy

NCID

Forgot Usemame
Forgot Password
Unlock Account

Need Help? Register!
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Il. Guided Buying Tour

After logging in, users will be broughttot he 06 Gui ded B uy.iQuiged Buyiagnsdmnemfgwo fagogte
available to access NC eProcurement. It has a familiar on-line shopping appearance designed to make routine
purchases easier for basic users, especially from Statewide Term Contract catalogs.

NCePROCUREMENT Guided Buying n e .
— ,// ) ===
THe 01'S elal I Cl RN B o e - /
Tabs are important = S
~ .
features 2 £ find goods and service al> Tiles and Icons help
. \~7 o N || . . .
___________________ bt access information quickly.
?
F>7 .
= = . = el ~ 1
Shop our Favorites Your Requests Your Approva N e
N — PR PR S o
———————————— z ﬁ\
/" \ Request ad hoc item +
[ -] X B N
— CORRECT'ON / - \ Request on behalf of &8
1
, v ! ‘|
y = f;?'\ : - : Recent requests
y - Not Just Making It Right. Making It Better. y . : !
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There are three icons at the top right of the screen:
1. Bell: This is where notifications, such as the need to approve or receive a requisition will appear.

2. Shopping Cart: Items that have been added to the requisition are represented here.

3. Initial: This icon brings up a menu of options where users can change their profile information, delegate
authority, and change their email notification preferences. It is also where users should go to logout.

Thed Cat al o g badappearsihtbe upper, middle section of the page where users can search directly for
catalog items. Just below, there are four tabs:

4. Shop: This tab has categories of items represented by square pictures called 6 T i kthat srdanize
products that are on Statewide Term Contract catalog so they can be added to the shopping cart. It is the
default tab for many users.

5. Your Favorites: Users can mark certain catalog items that they purchase frequentlyasii f avsor anh d
then find them to easily purchase on this consolidated page.

6. Your Requests: Users can see their requisitions and view the status.
(NCAS Only: From here users can also view purchase orders that are pending desktop receipt and take
action to receive on those items.)

7. Your Approvals: Requisitions pending approval will appear in this tab. Some users may default to this
tab if they do not have the ability to create a purchasing requisition.
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On the right-hand side of the page isthe 6 Ri g h twithReoie bpdions:

8. Request Ad-Hoc Item: Requesters who want to purchase something that is not available on a Statewide
Term Contract catalog, also called a 6 NeGa t a litangadan click to enter the item information manually.

9. On Behalf Of: To create a purchase requisition on behalf of another user, click 6 On B e h and $eledd f 6
the user by email address, name, or ID in the window that appears.

Note: A blue line will appear to indicate that the user is acting on behalf of someone else.

10. Recent Requests: Purchase requisitions that were recently created appear in this section. Clicking &ee
Al Wilbtake the usertothe6 Your Remluest s b

The center of the pageismadeupof6 Ti 1 es 6

11. Tiles: Tiles are set up based on the most commonly purchased items that are on Statewide Term
Contract. They are organized in hierarchies to make it easier to find the items a user is trying to find.

12. Sub-tiles: Cl i ¢ kT inlgvéll l@ringdou to the 6 S ut bi | tlkasade associated with the 6 T i selectid.
0 S utibesbmay lead users to punchout catalogs or standard catalog items.

Note: Clicking &NC eProcurementdin the top left corner will reset the search and return the user to the
Guided Buying landing page.

lll. Expert View Tour

Expert View is geared towards all actions of the purchasing cycle instead of focusing on the creation of Purchase
Requisitions (PR) as is the case in Guided Buying. All users have access to this view because some information
can only be updated in Expert View. A PR that is created in Guided Buying can be viewed in Expert View and
vice versa. It is a different layout of the same NC eProcurement system.

1. To access Expert View, scroll through the 6 T i lin&sidied Buying and findthe d Ex p er tTileVi e wd

SAP Ariba

Expert View
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2. Users will be brought to the Expert View 6 Ho ntabd

/

Create

=

Requisition
Manage
Receive

Report Search Filters

PR11818887 S...xpert View PR
PR11818886 S...Catalog Order

0 Denied

0 Denied

Most tasks begin with
the ommon Actionsd
portlet or Drop-down
Menus.

0

Check out the site today at eprocurement.nc.gov!

- -~ o

-7 ~
NCAS Guided Buying: Click here to navigate. N\
\ EP Lite Guided Buying: Click here to navigate. »

‘\ Prepackaged Reports Items Total Receipts
\ore v
\ 4
N /’ News
Recehmviewed _ v
~ .
- New NC eProcurement Website
PR11818454 E...e Ad hoc item As of this month, the NC eProcurement website has a fresh new look! The modern new site is now more user-friendly, mobile-friendly, and easily navigated

\

Users can click the link within the
6 N e vpertiet that corresponds
to their nature of their entity

L —— QA = ® @
mmmm = ——— -
HOME PROCUREMENT CATALOG 4 Recent Manage v Create vy
~ - -
- -~ R — . e
Catalog? vV | Keywords — V“ 3\ G
’ N
7 \
IComman Actions v To Do - My Reguisitions My Receipts

To Do (NCAS or EPLite) to navigate
o Date 4 Status back to Guided Buying.
No items
My Documents ~

There are five Icons in the upper right-hand corner:
1. Search: Clicking the search icon will open a menu with options for document types to search.
he informati on t

of t on

2. Print: Offersaprinter-f ri endl y vi ew

3. Help: Takes users to the SAP Ariba Help Center.

4. Site: Displays the site name.

5. Initials: This icon brings up a menu of options where users can delegate authority to another team
member, change the user profile, modify email notification preferences, reset default preferences
pertaining to visual screen displays, or logout.

The Drop-down Menus just below the icons allow users to access different types of information:

1. Recent: Access the most recently viewed or worked-on documents.

2. Manage: Manage documents or business processes.

3. Create: Create documents will display only document types the user is authorized to create.

4. Search: Search for documents. Displays only document types the user is authorized to view or process.

5. Recent: Access the most recently viewed or worked-on documents.

6. Preferences: Delegate authority to another team member, change the user profile, modify email
notification preferences, and reset default preferences pertaining to visual screen displays.
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The Expert View 6 H o ntabdlso contains a number of content items. The content items are customizable
depending on a userds preferences, but the following I|is

1. Common Actions: The6 Co mmA at i dortietddisplays links to common actions to create and
manage documents and provides another option to access the same functions asthe 6 Cr e art e 6
60 Ma n aDgap-@own Menus.

2. Search Bar: Search for documents using the drop-down to select the type of document and the keyword
to specify. If additional filters or information is necessary, select the document type and click the blue
0 S e a buttdndo access the advanced search page.

Note: Ifthe6 Seabauthd on is clicked without selecting a docun
user will be sent to the Expert View 6 Ca t atdbo g 6

3. Action Tiles: The default Action Tiles are My Requisitions, My Receipts, and To Do and offer the user a
quick update on their activity in NC eProcurement.

Note: These can be customized by clicking the down arrow and selecting the appropriate option.

4. To Do: The 6 T D o Bortlet lists the documents that require action. Click the document icon or the
document title to open the documents and act on them. The 6 Vi Al 6link in the lower right corner
provides access to all documents by Document Type or Required Action. Click any column header to sort
the list by that col umnoé St a)hAnaniotv i th¢ dolommn headernimdigdtee , s or
the column by which you are sorting, and whether the sort is ascending or descending.

5. My Documents: The 6 My  Droecnut Poréiet displays the most recent documents created. Click the
document icon or the document title to open the document and review and complete the document, if
required. The 6 Vi A&l 6link in the lower right corner provides access to all documents by Document
Ty pe. Click any column header to sort thedStiattudby t I
An arrow in the column header indicates the column by which you are sorting, and whether the sort is
ascending or descending.

6. Recently Viewed: The6d Re c e nt | yPoilét displaysd the five most recent documents accessed
either to review or to work on.

7. News: Contains updates sent out by NC eProcurement. It also contains the link to get back to Guided
Buying.

The Expert View Procurementbtab contains the portlets most relevant to procurement. It does not have the
6 Act i onordIN d vessiibt by default but those can be added. If a user logs out of NC eProcurement from
the 6 Pr o c u r tahtkeeyn wilbautomatically be taken to this tab the next time Expert View is accessed.

Notes:
1 All content on the tabs can be moved or changed using the down arrows next to the portlet name
to remove items and the 6 Wr e niaormté add or configure content.

1 Thed Re f ricomsnexdtothe 6 Wr e nicorwill force an update of all information in the portlets.
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e Q = ® S @
HOME ~ PROCUREMENT  CATALOG Ta_bs can ?e Custom_ized Beent v Manage v Create v
using the 6 Wr e niaorh g e
Requistion | T o ~JBEW | andinformation, suchas [ —— ("3 7
Status, can be updated ==
Common Actions v To Do using thed Re f rieoms H v
Create D Date 4 From Status Title Required Action
Requisition Mo e
Manage
Receive
My Documents v
Report Search Filters
Prepackaged Reports D Title Date | Status

The Expert View dCatalogodtab provides the quickest way to search Statewide Term Contract items in Expert
View. Users can search using keyword, Contract ID, or supplier. The panel on the left-hand side can help refine
results.

Note: Items can be added to the shopping cart, which automatically begins a purchase requisition for
users that have the appropriate permission. The checkout process for the requisition can be started by
clicking 6 C h e c kafteudickingthe 6 Shoppi nigpn.Car t 6

NORTH CARDLINA
SPROCUREMIENY =i

HOME PROCUREMENT CATALOG Cllcklng on the é S h 0 p p I n Recent v Manage v Create v
icon will show a quick view of B 3 )
| . . = =)
Shop By Category | All Categories v Search by part # items in the cart and offer the EEB' ‘_ \,__,’ /(F @
Computers and IT squipment 5 option to begin the checkout
’ Catalog Home [ Add Non-Catalog Item
Machinery and Tools . process.
Maintenance, Repair and Operations  », Recently Viewed Items >
Miscellaneous >
Office Products > *‘fﬂﬁfﬂl‘}ﬁ‘ @Oﬂ:i(‘(l
Raw Materials >
Services >
Uncategorized Items
o [ 10X20X2, AFP1000, PLEATED 24" Cab protector for platform
Correction Enterprises Punchout FSloffice Punchout AIR FILTER, ECONOMY body

Catalog

North Carolina Department of Public Safety

Forms & Supply, Inc-FSloffice Capital Air Filters, Inc GODWIN MFG CO INC

Shop By

$2.24000 USD $217.00000 USD

Supplier 5

Recently Viewed Suppliers >

THOMPSON & LITTLE, INC.
Domestic Appliances
Domestic Kitchenware

Industrial Food and

Capital Air Filters, Inc.
Distribution and Con
Filter Media

Industrial Filtering.

Iy Forms & Supply, Inc-FSloffice
Miscellaneous Office

Office Products

View All

North Carolina Department of Public
4 Safety

Accommeodation Furniture

Furniture

Miscellaneous

View All View All

V. Status of Requisitions and Purchase Orders
NC eProcurement Purchasing Lifecycle for DES and DWS:
Purchase Requisition:

1. Inthe beginning of the NC eProcurement purchasing lifecycle, items are added to the Cart in Guided
Buying or a purchase requisition (PR) is created in Expert View, the PR has a statusof Co mposi ng. 0

2. Once the information for the PR has been entered, itis & u b mi tfdr apgrdval.
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3. A designated approver(s) reviews the PR. If approval is granted, a purchase order is then generated in

NC eProcurement and the status is updatedto®r der ed . 6
Note: If the PR is denied, the status of the PRissetto®eni ed . &
Purchase Order:
4. The Purchase Order (PO) is electronically transmitted to the supplier(s) via email or the Ariba Network.

5. If the purchase order needs to be edited after it has been updated to 6 Or d e status| @sers may create
a change order by clicking the 6 C h a nbgt®rdin the purchase order summary.

6. The purchaser completes the NC eProcurement purchasing lifecycle by Closing the purchase order
manually, moving itto&®R e c e i staud.0

Note: A PO can be cancelled by clicking the 6 C a n buttdn @efore closing the order.

V. Checkout Page and Legacy Document ID in Guided Buying

The 6 C h e c kpage alldws the user to enter or update the details required to finalize the Purchase Requisition
(PR) before it is sent for approval. It displays once the user has clicked the 6 C h e ¢ kbuttomih the shopping
cart dropdown. Some fields are required while others are optional. Required fields with missing or incorrect
information will be highlighted by a red border and an error message.

1. Thetop ofthed Ch e c kpage wilbdisplay a 6 T i thdt is defaulted to the first 25 characters in the
description of the first line item on the PR (inthe case belowé 4 6 Patty Pr es)sThwsaXetdl pap
can be edited by moving the cursor to it and overwriting the default. It is highly encouraged to change
this 6 T i to boenéthing descriptive of the items being purchased to make the PR easily identifiable.

2. Belowthe 6 Ti thd used will findthe 6 P R n u naturdque idientifier beginning with 6 P Rhat is
automatically generated by the system.

3. Tothe right of the screen,the 6 Se nd r é&utendttetbuton that passes the PR along for approval)
will be grayed out and unable to be clicked until all required fields are completed in an adequate fashion.

4, 6 Sav e a mah beschcketl ibthe userisnotreadytoclick 6 Send r éu waetsto Keep the
i nformation theydve already entered to complete | ate

zf_ L_?"_Pitty Preis_:."@x_ed_ pape_ _ _o
Checkout &/ _PR11810086 =) - e
Ship to The default 6 T i $houkl be Users wil./l b eSendn a b |
211 et et 0vervyritten. . X r e g u eriltalbfields are complete. UsD ?
Lamesville, HC 27845 The 6 PR n u s lareaut6- 60 Sav e a mah beechcked ibthe user
United States generated unique identifier. isnotreadytoclick6 Send r equ

5. Below the top line are sectionsfor6 Shi p t o, 6 adClat ¢ ©Oo d@&red Excluding
Cost Glicklgond Manage | avitla@léowithe nserGo6 Ma s s shmping information if there
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are multiple line items on the PR, and clicking 6 Ma n a g e Wikaloavifor ass66Ma s s oEaddounting

information.
< 4" Patty Press waxed pape | Save and ext |
Checkout / PR11819086
Ship to /. Manage locations > Charge to ’\’Ma"age details :5301:8[ Ordered Excluding Tax and Other
—————————————— osts
?
1211 \Water Street V%ﬁu@etim‘yVJ/ $55.68000 USD :
Jamesville, NC 27846
United States Clickngé Manage | ogc
or6 Manage dikdlaavi
forad Ma s s oEstipping
Deliver To or accounting information.
| psville Town Hall ~
& Deliver To must be set. 1211 Water Street Jamesville, NC 27846 United States

6. The Advanced options section below the areawithd Sh i mnd® €& a r gdefaultsdodthe expanded
view, and a red border surrounds the 6 D e | i vfield dirdcting the user to set a value. This free-text
field indicates the recipient of the order and can be populated with any value, most commonly with the
requesterds name. This field can be defaulted in th
case, the red border will not display.

7. The6 Shi pf iTeddd aut omatically defaults to the ship to | o
choose a different option by selecting 6 B r o w s feom #éhé drofp-down menu.

8. 6Entdeafyadul ts to the userds entity and canbét be change

9. The60On Behflil &l ©f @i | | default to the requesterds name,
drop-down arrow and clicking 6 Br o w s te searthlfoband select another user on whose behalf the PR
will be created. Additionally, the requester could have selectedthe 6 Re qu e st o nbutoednehe f of 6
Guided Buying home page to initiate the PR on behalf of another user from the start.

10. The 6 Su p p r e s sfielddlefauktsito® N omedning that the purchase order, when created, will NOT BE
SUPPRESSED and will be sent to the supplier. If the selection is switched to 6 Y e the sapplier will not
receive a copy of the purchase order.

11. The 6 F OB C(Brdightbon Board) reflects how freight charges for the order are paid. This value
defaultsto6 ( EPL i t e) .D@sers may seledt adifferent option that better meets the agency
purchasing policies by using the drop-down menu.

12. GRAND TOTAL AMOUNT INCLUDING TAX AND OTHER COSTS: This field will not calculate and will
displayas6 Not speci fied. 6

Note: The 6 T o trefldctéd here, as well as in the 6 A mo ufield fér each line item, does not reflect the
inclusionofthed Tax Anooa@ttder Costs. 0

13. Legacy Document ID: The identification number that the user will need to enter for the particular order.

The number will be associated with the order throughout its existence. This field is required as indicated
by the red border surrounding it until it is populated with a unique value.
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14. In order to minimize the expanded view of the Advanced options section, clickonthe6 Hi de advanced
o pt i oenrtatdhe bottom of the section.

- Bder o TT==< - Ship To
~ . . . R
|| | \/ Town of Jamesville Tow 6Del i vaado LTa)g,?a cy
O T e oL - <+ AR — D o ¢ u me nrhust lbeDsét before
_________________ == the PR can be sent for approval,
Entity Users should leave 6 Su p p r (faiiof as indicated by the red borders.
JVIL - Town of Jamesville Or d eset i the default value Requester
______ of 6 N df they wish for the
" “Suppress Order @ ™~ «— Purchase Order to be sent to de*
\ i
ves @) Mo 4 the supplier. ) Destination o
~ -~ - - 2
GRAND TOTAL AMOUNT INCLUDING TAX AND OTHER COSTS =TT legacy Document® <= -~
- ~
Mot specified . , . « | )
7
C“Ck_ 0 H i d _e a_ d v aomcsg S~< o & Legacy Document ID must be set for NC Non I"tngag-:JJ@e"s
to minimize this section. | N TT~--—0 - e e==="-"
(:f‘: Hide advanced options : >

15. Below the Advanced options section, the line item(s) will display. If there are fields that need to be
completed, a red notification will indicate at the top of each line item that there is missing or incorrect
information. The user should click the arrow to the left of the item image to expand the line item details to
review and update.

16. By clicking the three dots to the right of the line item, users will be presented with certain options
depending on the type of line item. Standard catalog items will display 6 C o péyD edl ertéeA,dd@ t o
F a v o r i Purehlout éatalog items will only have the option for 6 D e | eAd leoc ifiems will display

O0Comydd® Del et e. 6

NC ePROCUREMENT  Guided Buying ﬂ .
¢ | Sample Guided Buying PR Two line items are displayed below = 22220010 I
Checkout / PR11810047 the Advanced options section in The three dots to the right of each
mmm——— D = this example. item will provide the user with other
(. ltemsiz D options suchas 6 Co pyédDe | e
—_—— - 5
/. This item contains missing or incorrect information. Expand to review the fields highlighted in red. \ l -
- Quantity Price _&1'-3_,"\ -
‘/ \' 4" Patty Press waxed paper dividers, 5,000 per ~ I,_ + | case £55 68000 USD s§ ’/ \‘
. THOMPSON & LITTLE, INC. =oRy \ ’
~_~-
o 3 3 3 g Delete
A notification indicates the item _
has missing or incorrect Add to Faverites
—— — information. Click the arrow to ——
[ /¥ This item contains missing of the |eft Of the |tem image to lighted in red. l
/ expand the line item details.
P o ~ Quantity Price Amount
( \' 5" Patty Press waxed paper dividers, 5,000 per ~ 1 + | case £51.44000 USD $61.44000 USD H
N_v THOMPSOM & LITTLE, INC. *
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17.

When a line item is expanded to display the details view, the user will see five subsections below

information about the supplier. 6 Accounting, 6 6Shipping, 6 add@dmrherrtss ,00
Any of these subsections can be expanded by clicking the arrow to the left of each label.

Cuantity Price Amount
4" Patty Press waxed paper dividers, 5,000 per 1 + | case $55.68000 USD ©£55 68000 USD -
THOMPSON & LITTLE, INC. -
Location Supplier Part Number
THOMPSON & LITTLE, INC. PATTYPLAPERA
Supplier Auxiliary Part 1D Contract
C440-Z
LeT TN Below information about the
// > .-Cicc-:uLlntin,r,"“\ Itemn Classification (Good) Supplier, each |ine item
\ . y ]
,I > Shipping \ Ship To (Town of Jamesville Town Hall) contains flve SUbSECtIO_nS _that
I \ can be expanded by clicking on
I > Commen ' 4///,/—/’/— the arrows next to each label to
] 1 review and edit that section.
\ > Amachments /
\
\\ > Others Vi

18.

NCePROCUREMENT Guided Buying

<
S

If a subsection contains incomplete or incorrect information, it will open by default once the user clicks
into the line item details. Typically, this will include 6 S h i p pubsedidn.

< Sample Guided Buying PR Total Ordered Excluding Tax and Other Costs $117.12000 USD |
Checkout / PR11819086
The 6 Sh i p pubsedidn will
defaultto openifthed De | i V|
> Accounting T oféeld has not been set.
" Tf—SI;cpT"E— T Al Ship To (Town of Jamesville Town Hall) ?
S - )
ShipTo Deliver To *
Town of Jamesville Town Hall W
1211 Water Street Jamesville, NC 27846 United & Deliver To must be set.

States

21.

22.

23.

24,

Wi t hi Ac ¢t & e n subsedgidh, the user will find the following fields:

BillTo:Def aults from the usero6s pr of idowerménu.tTheddaBri IDed modi f
Location code selected will determine the 6 B i | &ddrdssthat is printed on the line item. The invoice
will be delivered to the specified address.

Item Classification: Setbythe6 Cat egaeoyimodi ty code) and cannot be ct
commodity code will set the Item Classificationtod Gooadndd a O6serviced commodity ¢
Classificationto6 Ser vi ce. 6

Tax Rate: Defaults to the value set by the entity but can be changed using the dropdown menu.
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NC ePROCUREMENT  Guided Buying ﬁ .
< Sample Guided Buying PR Total Ordered Excluding Tax and Other Costs $117.12000 USD | Save and exit |
Checkout / PR11819086
Location Supplier Part Number
THOMPSON & LITTLE, INC. PATTYPAPER4 The 6 Ac ¢ o u rstibsectignds
I found beneath information ?
Supplier Auxiliary Part 1D ontract .
cazon about the vendor and contains
three fields.
(:~ v ACCOunting ::) Item Classification (Good)
Bill To * tem Classification
Town of Jamesville W Good

PO Box 215 Jamesville, NC 27846 United States

Tax Rate

6.73% W

25.Wi t hi 8hi ppsulisgcon, the user will findthe 6 S h i pandTooDoe | i vfields thatahéy had the
ability to previously filloutinthe 6 Ad v an c e d d8gdn atahe tegofthe 6 Ch e ¢ kpage.tlfdhe
user needs to alter any of these on a per-line basis, they can do this here, but it is advised that these
fields remain consistent across all line items.

NCepROCUREMENT  Guided Buying ﬁ .
< Sample Guided Buying PR Total Ordered Excluding Tax and Other Costs $117.12000 USD | Save and exit |
Checkout / PR11819086
> Accounting Item Classification (Good) The é S h I p BUb%cQI(fn iS f(':)und
emmm=== \4_// beneaththe6 Accounti ng§
(\ v Shipping _ Ship To (Town of Jamesville Town Hall) subsection and contains two fields o)
Erica Deliver To * the user may have previously edited
Town of Jamesville Town Hall e requester at the top ofthed Ch e ct k@age_
éZJ.L Water Street Jamesville, NC 27846 United
tates

26. Although the system allows userstoadd 6 Co mme andé At t a c h atthelinesitém level, they
should avoid this and only add them at the header level on the 6 S u m m gagg. 6Attachments added on
the line item level will not be sent to the supplier.

» Shipping Ship To (Town of Jamesville Town Hall)
q2 7> commens T2 < Thed Comme andé At t a c h sobsectiosstare

found beneaththe 6 S h i p pubsedidn, but it is

dr =5 Aachmens "= 5, / advised that these be avoided on the line item level.

- -

g P R

27. Wi t hi @t h ésulsséction, the user will find the following fields.

Note: For catalog items, most fields in this subsection are not editable, while an Ad hoc line item will have
a few more editable fields within 6 Ot her s . 6

28. Commodity Code: This field is not editable for catalog items, but on Ad hoc items, it is editable and will
populate with the value selected inthe 6 Ca t e dieddrorytie initial 6 Ad hoc pageuest d
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29. Terms of Payment: This field defaultsto 6 Ne t 3 Oandranyoslytbe edited by a user with the
OPurchasi made. Agent o

30. Contract: This field will only display on Ad hoc items and it defaultsto 6 ( n o v & taonet)oe edlited.

31. Contract Type: This field is not editable for catalog items, but on Ad hoc items the user can select the
appropriate contract type if applicable. The field will defaultto 6 No C h which is finé if the item is not
already on a Statewide or Agency contract. This will likely be the case for most Ad hoc items, but there
may be instances in which a user needs to enter a contract item that is not available via catalogs as an
Ad hoc item, and selecting the correct 6 Co n t r a cwill belimporeadt. The options available in the
drop-down menu are as follows:

a. Term Contract Statewide: A contract for goods or services negotiated by P&C and available to
all State purchasers. These items can often be found via the catalogs.

b. Term Contract Agency Specific: A contract for goods or services negotiated by a specific
Agency to cover a specific period of time. These items are not available via the catalogs.

c. Term Contract IT Convenience: A contract for goods or services negotiated by DIT and
available to all State purchasers. These items can often be found via the catalogs.

d. No Contract: The item is not associated with any contract. Thisisthe sameas6 No Cheo ce, 0
it is not necessary to select this if the user leaves 6 No C h as ithe default.

e. Agency Contract: A contract for goods or services negotiated by a specific Agency for a spot-
buy (nonrecurring) purchase. These items are not available via the catalogs.

Note: Selectingd Ter m Cont r acor6 Sd rarh e @a nderdavcet n i Ifedm the diop-down

menu will add an additional 6 St at ewi d e @aidiotthe page. Ude® dhay choose the drop-down

menu in this new field and select 6 Br o w s te searthlfodand select the Statewide Contract from which

the item is being purchased. Selectingé Ter m Contract Ag&Aggn Sy eCfiohthe &ct 6
drop-down menu will also add an additional 6 Ag en cy Co fieldtoahe page, lntin this case, the

field is a free text field where the user can key the appropriate information. Entering the correct contract
information allows the State of North Carolina to accurately track and report against contract purchases.

- - —F_ T
Contract - Lontract lype RS

Ifa 6 Cont r ofthtT eTr e (\ o e bt ;

Contract SCII’fHTEEf)\/an‘Fi)‘ld/' \‘~~Iﬂ_n_“_”'MS[G[E‘J“ _____ A3

Contract IT Convenienced i s o CTITITITITCC .

selected, an additional 6 St at e w\ . - = TStatewide Contract ID TTeesl

Cont r afeld will dbplay with a e \

drop-down selector. Seo ‘”'"3 value) M PP
=~ A\ ~This field Is reguired whep the Costract Type is 5t...

- -

- -

- S~
- ~

- -
Coptroct s Contract Type S

! ]

Ifa O6Cont r aofcdtT eTrynp e / ‘o S ——
Contract Agenay S S~ I'_" Contract Agency Specific _ -
6Agency Oorntsr asetl e CoToooooooIIIl
additional6 Agency Cont r\ _ - = ~fgency Contract ID BRI
field will display with a free-text field. e N

————r ‘\\ | !

=~ If Agency Contract |D is visible, it is reguired.

-~ -
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32. Blanket Purchase Order?: Choose whether the purchase is a Blanket order or a Non-Blanket order.

This will default to 6 N dodNon-Blanket, but the selection can be switched to 6 Y eifsnécessary.
33. Tax Amount: This field will calculate automatically later in the process based on the selected tax rate
(within the 6 A ¢ ¢ o u rsubseatignd. At this point in the process, it will displayas 6 Not speci fi ed.
34. Other Costs: Users can enter in a dollar amount to be chargedas 6 Ot h er @€is advised that this
field be used with caution, as use cases for this field are not common and tax is not applied on anything
added here. This field should NOT be used for including tax or shipping charges from a vendor.
Shipping charges on non-catalog items should continue to be added as an additional service line item.

35. Line Total of Tax and Other Costs: This field will not calculate and will displayas 6 Not sp&ci fi ed
36. FOB Code: This field defaultsto6 ( EPL |1 TE) Dfersltoiderat i on 6
37. Recycled Content Indicator: This field is only visible for Ad hoc orders and defaults to 6 N olt can be
adjusted to indicate that the item being purchased is recycled.
F e The 6 Ot h eubsedion is found beneaththe 6 At t a c h snlesectios, &nd
P - the fields in it differ slightly depending on whether the item is from a catalog or
[ is an ad hoc item.
Commaodity Code TETMS OF Payment
481015 - Cocking and warming eguipment Net 30 Days

Contract Type Statewide Contract ID

Term Contract Statewide

Tax Aot

Mot specified

Line Total of Tax and Other Costs

Mot specified

1654 Kitchen Equipment & Accessories

Other Costs

FOB Code

{EPLite} Destination '

38. To add a comment at the requisition level, the user should type their note inthe 6 Wr i t e your
box in the 6 Co mme gettisndbelow the line items. The é A d lbibon will become clickable, and the
user should clickinthe 6 Shar e wi t box i§they widh foethe&upplier to see the comment,
otherwise it will only be visible internally. The user can add multiple comments to a single PR, and they
will thread below with the most recent closest to the top. Comments can be deleted by the user by
clickihgb6 Remove. &

comme
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NCePROCUREMENT Guided Buying

Sample Guided Buying PR Total Ordered Excluding Tax and Other Costs $117.12000 USD
Checkout / PR11819086
Comments
e TS ~o e 7
Vd WWIICE YOUT Comime! \I Share with supplier £ T \\ -
Se - - y S o- ~
Nonint Requester \ /
6119120 Enter comments in the 6 Wr i
sampielpien alEorapet your ¢ o mnbexandé 6
{_ remoe 3 q— | Delete acomment by clicking click 6 A dwhan complete.
Nonint Requester = = o _ 0 R e mo Canments that will be
6/19.20 R visible to the supplier will be indicated
Sample Bxmemak-Comeacet = ~ YJ by6Shared witthg. supy
Remaove

39. Attachments may be added to the entire PRinthe 6 At t a ¢ h seetiontbaladv the 6 Co mme gettisnd
Users can either6 Dr a g a naffile tb ugdopdat, or they can click 6 b r o vicsseaéch for files within
their computer. Once a file has been selected, the 6 A d labibon will become clickable, and the user
should clickinthe6 Shar e wi t box ithepysh for the stupplier to see the attachment, otherwise
it will only be visible internally. The user can add multiple attachments to a single PR. Attachments can
be deleted by the user by clicking the 6 Xrbthe top right of the attachment icon.

Notes:
1 The following file types are acceptable as attachments: .bmp, .csv, .doc, .docx, .dotx, .gif, .htm,
.html, .jpeq, .jpg, .pdf, .png, .potX, .ppsx, .ppt, .pptX, .ps, .rtf, .sldx, .txt, .xls, .xIsx, .xml, and .zip

1 The maximum combined file size limit for attachments is 10MB.

NC «PROCUREMENT  Guided Buying B .

< Sample Guided Buying PR Total Ordered Excluding Tax and Other Costs $117.12000 USD |

Checkout PR11819086

Attachments

e mmmm e e _ - -
- -

< ~1_ 5o Drag drop file her browse to ad — > \ Share with stp’UeL "
R Userscan 6 Dr amd d afite into the box or
HEEE oo click 6 b r o wosseldtt one from their computer,
[ = then click the 6 A d litbon to put it on the PR.

ﬂ““'\ -7 \ Attachments can be deleted by clicking the 6 Xrd
- the top right of the attachment icon.

40. The system generated approval flow will be visible inthe 6 A p p r o v adectidn batow the
0 At t ac h seetiont I§the user needs to add additional items to this PR, they can clickthe 6 Cont i nue
s h o p p link g the bottom of the PR and be directed back to the catalog where they can add additional
items.
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NCePROCUREMENT  Guided Buying ﬂ

< Sample Guided Buying PR Total Ordered Excluding Tax and Other Costs $117.12000 USD Send request
Checkout / PR11819086
&3 Drag and drop Nile Nere, or browse 1o upload Share with supplier
Nonint Requester If the user wishes to add more items to the PR, they can ?
— clickthe6 Cont i nue lnkbelpwthemgp@val flow
Users can add manual and they will be returned to the Guided Buying home page.
approvers by clicking the

arrows between existing

Approval Flow

Click gn the line to add approvers

Request ~ - Monlnt Supervisor Approved

-—- - -=-=<
(~ Continue shopping J
e - -

41. When all required information is correctly added, the red borders and naotifications will disappear from the
60 Ch e c kpage,taril the 6 Se nd r déutenevshtagpear in blue in the upper-right and become
clickable. Click this button to send the PR to be reviewed and approved by the approval flow.

NCePROCUREMENT  Guided Buying
¢ Sample Guided Buying PR

Checkout / PR11819086

Ship to Manage locations Charge to Manage details otal Ordered Excluding Tax and Other

Costs

)

1211 Water Street ltem Classification (Good) $117.12000 USD

Jamesville, NC 27846
United States

6Send r emeasst g
blue and is now clickable
once all required information
has been correctly entered
ltems (2) on each line item.

Quantity Price Amount
. 1 + | case $55.68000 USD $55.68000 USD .
THOMPSOM & LITTLE, INC. -

Ny 4" Patty Press waxed paper dividers, 5,000 per

42. A6 S u c c eotfisation will display, and the PR status will be updatedto 6 S u b mi tClick @D drce 6
return to the Guided Buying home page, or6 Vi e w r e qarevsii the idetaiis®f the PR.
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N ePROCUREMENT  Guided Buying n - .
< Sample Guided Buying PR — i 117.12000 USD l Withdraw ] l Edit ]
Request details / PR11819086 The PR will display in
. 6 Su b mi dtatug, @nd the user
L -~~~ , T~ P can return to the Guided Buying
Submitted ! ) home page by clicking 6 Do n e 6
i ithi z Lo = Help Center
A within the 6 S u ¢ c motdfisation. | )
pproval Flow e to add approvers

@ ........

Regquest

[#] Success

= Setfing up guided buying

|
&

-—— -

- ~—
( m | Yiew requisition
A A——
S -

~

Your requisition has been sent for approval. = Getting started with your help

community

Comments

Viite vour com
VNite your comment... T T Share with supplier |

e

Monint Requester
6/19/20

Sample Internal Comment

VI. Summary Page and Legacy Document ID in Expert View

The Gummarybpage allows the user to enter a title as well as shipping, comment, and attachment information. It
also allows the user to review the Purchase Requisition (PR) for accuracy. The approval flow for the PR can be
viewed on the Summarydpage as well.

1. Onceonthe 6 S u mmgagg, bhe PR number will display in the top left of the screen, and the user is
required to entera 6 T i tTheditle&Ghould be descriptive of the items being purchased and can be used
to make the PR easily identifiable.

OEntdefauy 6 s to the userds entity and canébét be changed.

The6On Behfeldivi Df 6def ault to t he reaeRRorebghalEof anaherruseme . To
usethe6 On Behdrdopfd o&nd menu and select that userds name.
drop-down menu, select 6 S e a r ¢ Mbanchseardah for the user in the pop-up window that appears.

The 6 Su p pr e s shox@efalles to inchecked meaning that the purchase order, when created, will

NOT BE SUPPRESSED and will be sent to the supplier. If the user adds a check to the box, the

supplier will not receive a copy of the purchase order.

Theé6 Buyi ng fEretlidt wd | default to the buying entity h a
updated using the 6 B u y i mtgi digp-down menu. If the desired buying entity does not appear in the

drop-down menu, select & e ar ¢ h amdbseaech for the desired selection.

t

The 6 F OB C(brdightoon Board) reflects how freight charges for the order are paid. This value
defaults to 6EPLite) Destination. &sers may select a different option that better meets the agency
purchasing policies by using the drop-down menu.

GRAND TOTAL AMOUNT INCLUDING TAX AND OTHER COSTS: This field will not calculate.
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8. Legacy Document ID: The identification number that the user will need to enter for the particular order.
The number will be associated with the order throughout its existence. This is a required field.

9. Click6é Appl y Liadddallabedto the PR. Inthe drop-down, the user can select their default

6Archi veordrdateasNedw Label . 06

10. The®&Shi pfTed d automatically defaults to the ship to | o
choose a different option by selecting @ e ar ¢ h fiora theedéop-down menu.

Note: The 6 S h i pdrof-do@n menu contains the ship-to addresses that have been entered by an
administrator. These addresses are agency specific.
11. The® e | i v dield inbiocafes the recipient of the order. This free-text field can be populated with any
value, mostcommonl vy wi th the requesterds name. This field c
it is automatically filled.

12. Comments may be added for the entire PR using the 6 C o mme fietd.s The requester may add only one
comment on the header level of the PR. If more comments are needed, they may be added after the PR
has been submitted. Clickthe 6 Vi si bl e thoxif8 is gepired thafrthie comment be shared with
the vendor.

13. Attachments may be added to the PR at the header level by clickingthe 6 Add At t aclnkment 6

A =
“ =

-

» ¢ @
Fem [ comesnopng | [ pewe | [ see | [N

The 6 S u mm aab wib
display the PR#and 6 T i t
in the top left, above the
editable section.

Cart Summary

Leavethed Suppr ess
box unchecked to send the
order to the vendor.

™
=]

A unique value must be
enteredinthed L e g a g
“— | Documenfieldih D6
orderto6 Su b e t 6
PR

Add comments at the header level in the

6 Co mme hox and checkthed Vi si b
S u p p | boxeta share it with the vendor.
Clickthe6 Add At t atnktmaddt s
any relevant attachments.

14. The6 Add At t apade imdisplaygd afterthe 6 A dAdt t a ¢ h limk lmas een clicked at the header
level on the 6 S u mm gpagg. 6Click the 6 Ch o0 o s ebutter td lecate and select an attachment, then
click 6 O Koice the attachment is selected to populate the 6 F i fielek 6

Notes:
1 The following file types are acceptable as attachments: .bmp, .csv, .doc, .docx, .dotx, .gif, .htm,
.html, .jpeg, .jpg, .pdf, .png, .potx, .ppsx, .ppt, .pptx, .ps, .ritf, .sldx, .txt, .xls, .xIsx, .xml, and .zip

Y The maximum combined file size limit for attachments is 10MB.
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WORTH CARDLING
¢ SRR a = o @
Add Attachment
S ——— N
|_| Visible to supplier on the purchase order $e|eCt the CheCkb'OX besides
— 0 Vi si bupdierorothe
pur c has etoiodudee r
attachmentsonthe [  _____ _
purchase order. e ~
o -
\
\\ //

15. Once an attachment has been added to a PR, the user can add more attachments by clicking the 6 Ad d
Attachmentén below the newly visible O60Attachmentso6 s

attachmentds visibility to theoBiupiphl er tchegkBag.hicike m@
Finally, users may delete unwanted attachments by clicking the corresponding 6 D e | leuttoa. 6

Attachments

—
1
File Mame 1 Size Creator ‘isible to Supplier on Order
,, -~ -7 =< N R = ~<
4K Eplite R ster [4
= . - = ~ -~ - =

N ————_——

16. The system generated approval flow can be reviewed by clickingthe 6 Show Ap pr obuttohintRed o wd
OAppr ov adectioghlbedlowd At t ac hamdabovethe 6 L i n e dedtienmibtide PR is missing

required information (i.e., the Accounting Information that must be completedinthe 6 L i n e dedtiemms 6
below, the approval flow will not be displayed).

Attachments

File Name 1 Size Creator

Visible to Supplier on Order

Sample Attachment.docx Download 144 KB NCAS Reguester |+

Add Attachment

Once all required information has been
¥ Approval Flow

_______ entered in the PR, the user can click the
- “ =~ Pa— 6Show Appr obutohto deé tew 6
- _ S system generated approval flow.

e ="

¥ Line ltems

2 Items Total Show Details 5=
‘ | o. t Type Description Oty Unit  Price Discount Met Amount Charges Taxes Amount
‘ | 1 = 4" Patty Press waxed paper dividers, 5,000 per | 1 | case  $55.68000 USD $55.68000 USD $0.00000 USD  $55.68000 USD
‘ | 2 M 5" Patty Press waxed paper dividers, 5,000 per | 1 | case  $61.44000 USD $61.44000 USD $0.00000 USD  $61.44000 USD
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17.

18.

The6 Li ne dedtienmsstdhe bottomofthed Su mma r y aflahis & witere the user can finalize
all required details for the PR, most importantly, the financial information.

By default, line items will be displayed in ascending 6 N oordér on the left, but the user can rearrange the

order in which they appear by clicking next to any of the other header fields: 6 Ty pe, 6
6Uni t, bor®@Amo cret, .66

Note: Users can add additional fields to this view by clickingthe 6 Tab | e Op t iicomirsthekbp-n u 6
right. A dropdown menu will appear showing checkmarks next to the fields that currently display, but if
the user clicks 6 Mo r ¢héyican see other fields to add includingd St at ewi de @mongothers t |

0Descriptic

v Line ltems

2 Items Total

paper dividers, 5,000 per

By default, line items are organized by
the 6 N oheadler, but users can click on
any other header fields in the gray box

Clickthe6 Tabl e Optitoons
select the fields that appear on the

header line ofthe6 L i n e dedtiemms

to organize by that field.

T T T 7

19. Place a checkmark in the box beside the line item to edit. That line item will be highlighted in gray. Users
can select multiple line items to edit at once (called a6 Ma s s aBddall ddifs will be applied across all
line items) by checking each box individually or by checking the box on the header level which will
automatically select every line item for edit.

Note: Clickingon 6 Sh o w D @& thatop righbwill display more line item information for each item.
Alternatively, clicking6 Hi d e Dnadhénahis Is expanded will return the view to a more limited scope.
The only field that is editable at this level is the 6 Q tfigldbbecause this is a catalog item. Additional fields
will be editable at this level for non-catalog line items.

2 ltems Total

e P .

Y1

The checkmark and

gray highlight indicates
the line item has been

selected for edit. The

only editable field at

this pointisé Qt y . 6

PLite) Destination

The userclicked6 Show Det ai
(which was replacedby 6 Hi de D
in this screenshot) to display more
information about each line item.

20. To initiate the edits, click the 6 A ¢ t i battorsb&low the bottom item and select 6 E d iUsers dvill also
have the option to 6 C o phe éelected line itemsor 6 D e | thame 6
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2 Items Total

vl \ 2 E 5" Patty Press waxed paper dividers, 5,000 per 1 case $61.44000 USD $61.44000 USD

[ Actions v 1[ More v l [ Import Accounting l[ Update Total ]

e ——_——

< p:
T e \ Click 6 E @dinthe 6 Ac t ipopups §

to edit all selected line items.

21. Theo Li ne | t epagelsaisptyed. sAdetails related to this line item are shown on this page,
where users can also update necessary information about the line item.

Note: The fields that can be edited by a user are determined by the line item type being edited (non-
catalog, catalog, or punchout). As a rule, more fields are editable for non-catalog orders than are editable
for catalog orders.

22. Scroll down the pagetothe 6 Ac cou by nlgi n esectioh, med the user will find the following
three fields.

23.BillTo:Def aul t s f r mofile huthcen be modified using the drop-down menu. The Bill To code
selected will determine the Bill To address that is printed on the line item. The invoice will be delivered to
the specified address.

24. Item Classification: Set by commoditycodeand cannot be changed. A 6goodd

the Item Classificationto6 Gooadndd a 6éserviced commodity code wi
6Service. 6

25. Tax Rate: Defaults to the value set by the entity but can be changed using the dropdown menu.

26. Thed Shi piph yn gL i n esectioh wilhdplay two fields that were previously set on the header level
for the entire PR, 6 S h i pandléoDoe | i WWddits riade at the line item level will remain in place even if
the user changes an overall setting onthe 6 S u mm gagg. 6

27. Although the system allows userstoadd 6 Co mme andé At t a c h atthelinesitém level, they
should avoid this and only add them at the header level on the 6 S u mm gagg. 6Attachments added on
the line item level will not be sent to the supplier.

28. When all necessary edits have been made, click the blue 6 O Koditton at the top or bottom ofthe 6 L i n e
I t e m D @agato dpglydhose changes and return to the 6 S u mm goagg. 6
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Accounting - by Line ltem

Bill To: | Town of Jamesville |

tem Classification:  Good

Shipping - by Line ltem

Ship To: * | Town of Jamesville Town Hall

Comments - by Line Item

DoNOTadd6 Co mme art s 6

6 At t ac hatthelinesitém level.
Only do thisonthe 6 S u mm gpage. 6
When all edits have been completed,
click the 6 O Koditon to lock them in and
return tothe 6 S u mmapagg. o

Attachments - by Line ltem

Add Attachment

- -

- ~
< ] |
~ P

- =

29. Back on the 6 S u mm apage, Pplease note three additional buttons next to the 6 A c t i battorsbélow the
line items. The 6 Mo rared® | mp o r t n tAic lugpdias should be ignored. The user can click the
6 Up d at e buffoo if thely iake changes to any editable fields (i.e., 6 Q f) in this view of the line items

above and want the system to recalculate the 6 Amount . 6

30. Since all requisite information has been entered for all line items, the 6 Ap p r o v ais now Visible 6
abovethe6 Li ne dedtienms 0

v Approval Flow

Submitted (V 1 v Approved
&@nint Supervis

Users can add manual approvers by clicking

¥ Line ltems K
the arrows between existing approvers.

Users should ignore the 6 Mo r €

and6| mport Accou

[ ] »{ buttonsbutcanclick6 Up d at Amaunt

o T ot itheéeis aneedto |—| case $55.65000 USD $55.68000 USD
recalculatethe 6 Amount . @ —

2 Items T

| 1 | caze $61.44000 USD $61.44000 USD

31. Atthattop ofthe 6 Su mmepage,bhed Car t S uwillmmvidg & quick glimpse at the total dollar
value and supplier included on the PR. The user should ignore the 6 C h e lauttod within this summary.
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Note: The 6 T o trefldctéd here, as well as in the 6 A mo ufield fér each line item, does not reflect the

inclusionofthe6 Tax Anooa@ttlder Costs. 0

32. Justabovethe 6 Car t S u thensar will have the option to print the PR by clicking the 6 P r iink.t 6
They can also returnto the 6 C a t atdb avithith the same shopping cart by clickingé Cont i nue Shoppi
The PR can be deleted via the 6 D e | leuttos, @r it can be saved to complete later by clickingthe 6 Sa v e 6
button.

33. When all required information has been entered and verified for accuracy, the user should click the
0 S u b ruttdndo send the PR to be approved by the approval flow. The user will see the status
reflectedas © Su b mi ihtheer d My Do c u pogletongh®e6 Pr ocur @wmment 6

it RS ~ = = &
< a sz 0 8 @

- -—

—mmm=a 7 N
PR11819092: Sample Expert View PR ’\ = Print ) Continue Shopping Delete Save 7
- N -

S_——_

S _—— -

Click 6 P r itorsee &he
printed version of the PR

v VIL-Town of Jamesvile and click 6 S u b roiseénd
S (FTY— the PR off for approval.

Cart Summary

THOMPSON & LITT... (2; $117.12000 USD

Total (2 items) $117.12000 USD

VIl.Manually Closing Orders

1. To manually close an order without receiving against it, a user must have purchasing agent rights within
the system, or be granted accesstothe 6 NC CI| o greup.P Od

2. Navigate to the Purchase Order that is being closed using either the 6 My D o ¢ u podlet br$hé
Search bar.

Locate the purchase order to be
closed through the search
function. Clickthe 6 Or d elink. |

- -

7>
\

~_—

3. Open the Purchase Order (not the Receipt ID) and click the 6 C| obsiterdat the top of the screen.
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